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This instruction implements Air Force PolidDirective 36-1 Geneal Civilian PersonnelProvisions and
Authorities It also implements Ttle 5 United StatesCode Chapters & and 63, Codeof Federal Regula-

tions Title 5 Part 610Department of Defese Manual 140.25-M Sulehapter 60, Office of Pesomel

Managenent Handbook on Alteative Work Schedulg and thd.aborManagement Agreement beiewn

Kirtland Air Force Base anl Local 226 of the America Feceration d GovernmehEmployees.

1. Policy . The folbwing pdicies mver exused absences from duty forll Federal Civil Service
employees serviced by the 3@ Mission Suppat Squadron Civilian PersoehFlight. These alsences
are determined by bardous weatlr condtions and other emergesmsiin whid significant numbers of
employeesre prevented bm reportng to work onitme or which reque theclosure d all or part of Kirt-
land Air Fore Base.

2. References:
2.1. Title 5 United States CodeChapter 61
2.2. Title 5 United States CodeChapter 63
2.3. Code ¢ Feder&RegulationsTitle 5 Pat 610
2.4. Department of Defese Manua 1400.25-MSubchapter 610
2.5 Office of Personnel Managesnt Handbod on Alternative Work Schedules

2.6. 1988 Labor-Maragement Agreement between Kirtland Air Force Base and Lacal 2263 ofthe
American Federatio of Govenment Employess
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3. Emergency Employees. For the purpose ofthis instrudion, emergeicy enployees ae peronnel
who, becawse d their particular duty requements, are required to report fowork on timeand remain at
work for the duration of their duty hoursgardess of haardous wether conditionsand other emergen-
cies. Announcementander this istruction to excuse employees or tdose all or part of Kirtland do not
apply b emergeng employes. Supervisorsre to briefemergency employees on theirstatus ad on the
provisions ofthis instruction, aml they ae to maintan records of thae brieings.

4. Employee Responsibities. Unlessthey are notified otherwise, all employees areto presumethat

Kirtland Air Force Base will be operfior business ewery workdayregardless of aderse weather condi-

tions. When poor weather andtravel conditions exist, employees a e expected to leavetheir r esi-

dences early andreport to work on time. Employeeswho live beyond the communés immediately
adjacent to Kitland Air Force Base, wiere the veather andravel conditions may be diferentfrom the
areas narer the baseare expcted toreport to wak on time notwithstanding the diifulties d travel that
may be asociated with the assions to clee all or pat of Kirtland Air Force Bae, to delay reporting to

the bae, ard to dismss empbyeesearly de to haardous veathe or other erergercies.

5. Employees on Approve Leave.Unless ¢herwise speified in this instrucion, the leare of an
employee who is absent on previously approved leave when alate reporting or ealy dismissal is
announced, will nbbechangeda an excugd alsence.

6. Announcements. The 377th Ai Base WingCommander makes all decision®tlose all or p& of
Kirtland Air Force Base, to delay reporting to thedeaand to dismiss employees early due tadndous
weather or oter emergencies.

6.1 AnnouncementBeforeBusiness HoursDetermnations mae befare regular business hours to
delayreporting tothebase orto close all a part d the bae are conveyed by the 3A7Air Base Wing
Pubic Affairs Ofice to local radio and telision stations as early as practical his information is
alsopostel to the Kirtland Command Pst Information Lineat 853-%669, 853-SNOW.

6.2 Announcement®uring Business Hours. Detaminations mad during regular bsiness hours$o
dismissemployees eary or to close all @ partof the base are conveyed byedkKirtland CommandPost
to base organizatios

7. Proceduresfor ExcusedAbsences.
7.1 Base ClosuresAnnouncel Before the Beginning ofRegularBusiness Houw:

7.1.1 Employees Who Do Not Repoto Wak. Employees are excusein duty wthout
charge to leave. The approved leaamemployeeto the extent that it isovered by the closure,
is changedo an excued alsence.

7.12. Emgdoyees Who Do Report to Wk. Employeesvho miss the closure announcement or
who otherwise repoto workare excused from dutywithou charge ¢ leave. These employees

should cosult the Kirtland Command Post Infmation Line at 853-7669 fdhe latest upate on
the cleure.

7.2. Late Reportng: Due  hazardous veather or other enmergercies, it may beannounced before
business hours that employees ara¢port to work a spcified amount of time latethan ther regular
reporting imes. As an alternativé, may be announced that elogees ared reportto work & a spec-
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ified late reporting time. In thesaituations, employees are @ised withouthage to leave for the
hous and minutesf work theyare authoized to miss;and they are dimissedat ther regular depr-
ture times.

7.2.1. Employees Wio Report Ealy. An employee who reports to work earlier than the
announced latreporting time is to remain on duty for the duratidinis or he duty hous. Orce
an employeeeports to wek, the employeemust request approved leave inrder b depat either
tempaarily or for theremainde of his a herregularduty hous.

7.22. EmgdoyeesWho Report Late. Asapolicy, an employe who repats to work later thathe
announced late reporg time must request approved leave or be chargesh@bsvithou leave
for the additional period of absence. Bwever, insituaions where an mployee's spervisor
determines ttat the individual made reasonable efforts to remt to work in accordancewith the
announcemerdnd that other similarly situate@sonnel,such as those who live indlsane area
ard use the samemode of transportaiton, were also delayed, &supeavisor may approwe up to 2
hous of additional egusedabserte for the employee. Tdse ckcisions are madenty on a
case-by-case hbesis.

7.3 Early Dismisal: Due b hazardous weatr or aher emergencig it may be announced during
business hourghat employees ato be dsmissed a specifiedamourt of time earlie than their regular
departure times. As an altern&ivt may be annourd that employees are teght at a $ecified
early dismisal time. In these situations, employees are sgdwithout charge to leave fdwet hous
and mindes of wak they are authorized to nsislf an employeemduty at the time of the announce-
ment had leave approved fater in the day,that leave, to the extent thd is coverd by the early dis-
missal, is changed toanexcusel absence.

7.3.1. EmployeesWho Depart Before an Early Dismissal is Announced. The enmployee must
request leave tocover the 'emainder of his or her duty hours. In his dtuation, an employee’s
approved leave imot ctanged b excugd alsence.

7.3.2 Empoyees Who @pat After anEarly-Dismissal Announcement But&ore Ther Autho-
rized Early DismissalTimes As a policy, aremployee whb depats exrlier thanthe time autho-
rized by theearly dismissal annocuncement must request leave to over the additional period of
absence up to his or her authorized eay dismissal time. However, in situations where an
employee's immediate supervisor determines hat a personal hardship exsts, such as he early
release ofyoung childen from shool and no available child carethe supervisomay approve up
to 2 hours of additiolaxcusedabsence forthe employee. These deisions are made only on a
case-by-case hbesis.

8. Employees on Flexible Wok Schedules: In late reporting and early disisgal situationsthe

amount 6 excugd ab&nce to le granted to employeegsovered by flexible work s@dules is to be det-

mined in accordane with the provisions of @ragram 12.1., Office of PersonnelManagemenHandbook
on Alternative Wak Schedules.
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9. Other Provisions: The Civilian Personnel Flight ad\descommanders, managersdsupervisor®n
all matters relatingatthis instruction. All questions am individual situationsnot covere by this instruc-
tion aeto berefered to the servicing civilian personel specialist.

JOEPH H. VIVORI, Lt Col, USAF
Commander, 37fhtMission Suppot Squadron
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